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Filing an Affidavit Via E-Services 

 

Setting up a New Individual Account to Submit Surplus Lines Affidavits  

 
To submit Surplus Lines Affidavits Online, you must: 

 

 Hold an Active INDIVIDUAL license in Kentucky 

 Have or Set up an E-Services account 

 

If you have not set up an account in E-Services, follow the instructions below.  If you do 

have an account, skip to page 9. 

 

Setting up an E-Services Account 

 

1. To set up an E-Services account, double click your internet browser. 
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2. Follow the link to the DOI Webpage, at: 

 

http://insurance.ky.gov/ 
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3. Click the E-Services icon, located at the top right side of the page. 
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The following screen will display. 
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Click on “First time here?  Please click here to register for secure access.” 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

Here… 
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You‟ll need to designate your username and password…. 

 

 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

Select the User Type: 

Individual: Individual Access 
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Select a Security question with answer… 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here… 

Note the help as 

you select a data 

entry field… 
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You are now ready to enter your personal data. 

 

 
 

 

 

 

 

 

 

 

 

 

You‟re now ready to use DOI E-Services. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  the City/State/Zip must be a 

valid USPS match. Once finished, click 

„Create Account‟.   

You must enter your 

SSN to verify 

licensing status. 
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Filing an Affidavit Using E-Services 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Log into E-

Services 
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Note the menu of options offered to an Individual account user…. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Surplus 

Lines Affidavit, 

here….. 
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The following screen will display. 
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Initial Tab Information/Affiliation Data 

 

 

The first question deals with your affiliation. 

 

 
 

 

 

 

If you click “yes”, and have an affiliation, the question will expand with a box to allow 

entry. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are not affiliated 

with a Business Entity, 

click “no”.  If you are 

affiliated, click “yes”. 

Enter the Affiliation 

data here…and click 

search… 
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Note:  If the correct answer does not display, you may simply type your answer in, 

without clicking search.  If you have already clicked “search”, and the search 

generated no favorable answer, you may still enter the data into the blank text field. 

 

 

 

 

 

 

 

 

 

 

All possible answers will 

display here 
Click the toggle 

next to the correct 

answer. 
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If you have successfully entered a surplus lines affidavit previously, your affiliation data 

will pre-load to your next surplus lines affidavit entry attempt upon log in. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Affiliation data is 

shown 

here….from the 

previous entry.  To 

alter this, repeat 

the instructions 

shown above for 

entering a new 

affiliation. 
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Initial Tab Information/Contact Data 

 

 

 

The contact information is designed to capture the information of the person filing the 

affidavit.  I.E. If John Doe is the broker, and Sally Filer is the person filing the affidavit, 

then Sally Filer‟s information should be entered into the “Contact Information” area.  The 

Department is looking for the information on the filing person, in the event follow up is 

needed to request additional information. 
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Note:  Filer data will also pre-load from the last successful affidavit entry into E-

Services.  Should you wish to alter this data, simply type over the information pre-

loaded. 

 

When the data entry is complete, please click “Submit”. 

 

 

 
After clicking submit, the following screen displays. 
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Affidavit Entry Screen/Section 1 

 

This information defines named insured data concerning the Affidavit. 

 

 
 

 

Affidavit Entry Screen/Section 2 

 

This area defines the location (s) of the insured risk/allocated premium/municipal tax per 

Kentucky location.  If multiple locations exist regarding this policy, you may enter them 

here as well. 

 

 

 

 

The City/State/Zip 

must be USPS 

conforming 

Enter the location 

information here… 

and click “Add 

Location”   
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If more than 1 location is needed, repeat this process.   

 

 

 

Affidavit Entry Screen/Section 3 

 

This section defines the policy number, important dates, and the type of transaction and 

policy in which the affidavit relates. 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

  

Transaction 

Types are 

defined 

here. 

 

After data entry, click 

“Add Location” here, to 

add to the affidavit. 

Note:  The location is added to the 

grid..here… 

You may delete an entry, by 

clicking the box next to the error, 

and clicking the box “Delete”. 
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Section 4 

 

Define all carriers here. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy 

Types are 

defined 

here. 

After entering the carrier, 

and all financial 

information, click 

here…”Add Carrier” 

Complete this for every 

carrier associated with the 

affidavit. 
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NOTE:  If the carrier is not in this pulldown, please contact the Surplus Lines Division at: 

 

DOI.SurplusLines@ky.gov  

 

 

 

Affidavit Entry Screen/Section 5 

 

Complete this section if the business was written within a city/county that has a local 

government premium tax.  A listing of taxing entities is provided on the KOI website, at 

this link: 

 

http://insurance.ky.gov/Docs.aspx?Div_id=13  

 

(Local Government Premium Tax Schedule) 

 

 

 

 
 

 

 

 

 

 

 

 

Affidavit Entry Screen/Section 6 

Manually 

calculate 

the tax and 

insert here. 

mailto:DOI.SurplusLines@ky.gov
http://insurance.ky.gov/Docs.aspx?Div_id=13
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You must complete the verification here…to complete the transaction. 

 

 
 

 

 

 

 

 

 

 

 

 

Completion 

 

After clicking Submit Affidavit, you will be taken to a screen to confirm your E-Services 

order. 

 

 

 

 

 

Click 

Agree… 

Click here 

to Submit 

the 

Affidavit. 

This screen will summarize 

your order. 
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After clicking „View Order‟, the following screen will allow you to Update your Order, 

continue with other E-Services transactions, cancel your order, or allow you to continue 

to checkout. 

 

 

 

You can add 

additional 

affidavits by 

clicking here. 

To proceed to 

checkout, click 

„View Order‟. 
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After clicking „Checkout to Submit Transaction‟, the following screen will display… 

 

 

 

Click here to continue 

your order to 

completion. 
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You have completed you E-Services session. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Surplus Lines Affidavit Search 

 

You are able to search your E-Services surplus lines history with the Department, here. 

 

You can 

print a 

copy of the 

Affidavit 

here.. 

You can print a 

copy of an E-

Services 

transaction 

invoice here… 

Or return to the E-

Services main menu 

here… 
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You may utilize his search in a variety of ways to narrow, or broaden, your search 

criteria. 

 

You may simply search for all of your affidavits within a date parameter. 
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To narrow the searching criteria, you may also add an Insured Name to the date criteria to 

narrow the result. 

 

In other words, you may add criteria in any combination, to get your desired result. 

 

After the search data is entered, please click “Search” to display the results. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The results display as shown here. 

 

 

Enter the start/end 

date here 
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Tracking Your Transaction History/Completing an Incomplete Transaction 

 

 

You may export the 

results to an Excel 

Spreadsheet…here. 
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Tracking Your Transaction History 

 

To review your E-Services transaction history, click here. 
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The following screen will display. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After clicking the individual transaction, this screen will appear. 

Your 

Individual 

Data 

You may 

search for 

transactions by 

a defined time 

period… 

This is a listing 

of your 

transactions over 

the last 30 days. 

Click here 

to view the 

individual 

transaction 
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Completing an Incomplete Transaction  

 

 

Total of 

affidavits 

shown 

here. 

Click here to print a listing of the 

affidavits sent in this transaction. 

You may print an 

invoice for your 

records here. 
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List your transaction history here. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The listing will display here.  The last 30 days of submitted transactions will display. 

 



 32 

 
 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the transaction that needs to be completed, by clicking the bolded “Complete”, 

here. 

In the list, find the transaction 

you wish to complete, then 

click on the “Complete”, here. 
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A listing of all affidavits associated with the transaction will display. 

 

 


